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Traveler Profiles

E-Travel profiles contain department spe-
cific billing and coding, personal traveler
data, and travel planner associations. A
travel profile is created by the Department
Travel Administrator (DTA) at the request
of a traveling employee and is automatical-
ly deleted as the employee changes depart-
ments or leaves state service.

Once a profile is created, the employee or
their planner can access E-Travel Online
and update the Personal Information and
Frequent Traveler Information in the pro-
file, this document may be used as a Quick
Reference Guide.

Some information, such as TSA data, is
required to book airline tickets. Once
TSA data is entered into the profile it is
masked to all other users and employees
will not need to share it again.

TR/TA Update

The Travel Authorization Form, main-
tained by the Department of Administra-
tion, Division of Finance, provides utility
for users statewide to create a standard
process. By including some controls in the
data entry, the form will provide consistent
data, which will streamline the process for
all agencies, including Shared Service rec-
onciliation.

Typically, updates to the form are made

Alaska Airlines Mileage number should
also be entered because Club 49 members
receive free luggage, which is a savings
passed on to the State.

Other information is a benefit to the em-
ployee and includes mileage status, seat
preference, frequent guest numbers, and
Known Travel Number (IKTN).

When this information is entered to the
profile before the reservations are made,
the information is automatically passed to
the applicable vendors.

Personal profile information is not
required, but it expedites the booking
process and provides secure data storage
for personal information.

When an employee changes departments
they will need to request a new travel pro-

annually, but there have been several
changes recently and we anticipate another
change in the coming month.

The most current version includes color
coded tabs for data entry and detailed
steps on the HELP tab to assist new users
with the navigation through the document.

Any changes going forward will be tested
and better communication will be dissemi-

file even if they have had an E-Travel pro-
file previously.

No personal information is retained with
a department change, the old profile is
deleted and an entirely new profile is
created and must be updated.

It is recommended that the DTA contact
the employee once the new profile has
been created with instructions to update
their traveler profile. ‘This ensures the
correct department data, planner associa-
tions, TSA data, frequent traveler num-
bers, emergency contacts, and KTN are
entered to the reservation.

Information entered after a trip is booked,
will need to be manually entered to the
reservation either by CTM or directly with
the vendor.
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http://doa.alaska.gov/dof/travel/resource/GT_QRG_profile.pdf
http://doa.alaska.gov/dof/travel/resource/GT_QRG_profile.pdf

For the second consecutive year, Alaska Airlines is the top-ranked airline, according to The Points Guy. Alaska Airlines ranked top
three in all categories for best on time arrival rates, low airfare, highest customer satisfaction, best in the industry frequent flyer pro-
gram and best baggage handling. Ben Minicucci, Alaska Airlines President and Chief Operating Officer stated “We’re focused on cre-

ating an airline people love, so even when things don’t go perfectly, our people are empowered to make things

right. Sometimes that makes all the difference”. Alaska Airlines is making substantial investments in our services,
products and network to become the West Coast’s preferred aitline and an airline people love.

“Smart Bags”’

The last major innovation in luggage was
45 years ago when travelers were intro-
duced to the four-wheeled suitcase. So it
is understandable that recent technology
would have us riding or towing a “smart
bag” through the airport with our devices
charging for the flight.

These battery-equipped “smart bags” have
been flooding the market for the past few
years and have become increasing popular
as tech-savvy travelers can enjoy a wide
range of functionality, aside from simply
storage for personal items.

All “smart bags” are not created equally so
owners can enjoy some or all of these high
tech benefits, such as location tracking,
built in scales, locking systems, and USB
charging, depending on the manufacturer.

All these smart features make me think
traveling just might be getting easier; how-
ever, the aitlines have concerns with some
“smart bags” because of hazards of plac-
ing lithium-ion power banks in the cargo
hold of an aircraft.

The Federal Aviation Administration has
imposed restrictions on Samsung Galaxy
Note 7 phones, hoverboards, and spare
lithium batteries carried in the cargo, but
they have left it up to the air carriers to
impose additional restrictions on larger
items.

To ease some concern, “smart bags” are
still allowed on board most air carriers as
long as the batteties are removed. Also,
some bag makers are meeting with airlines
to request exemptions and others are de-
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signing bags with batteries that are easer to
remove.

Ultimately, each air carrier will have their
own corporate policy specific to their air-
craft.  Therefore, travelers are recom-

mended to contact the air cartier prior to
departure to ensure their specific “smart
bag” is acceptable or if their bag will be
denied boarding.

Contacts

E-Travel Program Manager
Danielle Meier
907-465-6534

doa.dof.e-travel@alaska.gov

Corporate Travel Management
Online Help Desk

877-500-4290 / 907-500-4290
e-travelhelp@travelctm.com

Reservation Call Center
866-762-8728 / 907-500-4292

e-travelaprvl@travelctm.com

SOA Research Assistance
soaresearch@travelctm.com

Resources

DOA-DOF Travel Webpage
http://doa.alaska.gov/dof/travel /

index.html

State of Alaska Travel Policy
AAM 60. Travel

Training Guide & Video Modules
http://doa.alaska.gov/dof/travel /

traveler.html

Travel Related Forms/Worksheets
http://doa.alaska.gov/dof/travel/

trav_acct.html

Travel Related FAQs
http://doa.alaska.gov/dof/travel

fags.html

Training

Basic Training: Mar 8 - 1:30
Basic Training: Apr 3 - 9:30

Rural Travel: Apr 19 - 1:30
Basic Training: May 10 - 9:30
Rural Travel: May 22 - 1:30

Basic Training: June 6 - 9:30

~Login to LearnAlaska
~Enter efravel in the search box.
> Select desired training course
¥ Select desired training date
=Select Enroll

To access the WebEx and phone
bridge on training day, login to
LearnAlaska within 15 minutes of
the start of the session.

News

Delta Aitlines will resume seasonal
service in Southeast Alaska this
spring. Daily non-stop flights to
Seattle will depart from Juneau,
Sitka, and Ketchikan from the end
of May through August.

Use of this carrier is permitted
when Alaska Air is sold-out or if
the Delta fare is less expensive by
$35 ow or $70 rt.

Please take a few minutes
to let us know how we are doing

E-Travel Program

Quarterly Survey
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